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OFFICE OF THE SECRETARY OF STATE
LN APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
TN _ e RECORDS MANAGEMENT DIVISION
INSTRUCTIONS See Pubhcatmn No 76—RM 1 for mstruct:ons on completing this form. Forward signed original to
Department of Archives and History, Hacords Management Division, 330 Capitol Avenue, Atlanta, Georgla 30334,
Attention: Scheduling Section, .
__FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE |
m,mum Dete . _ Department othuman Resozzrges Application Number
Division of Physical Healt —
.mziﬁ'l-,lqﬁ.._m._ﬂ._w_,.. Institutional Health and Safety Unit 78_:!}.:‘___ 73 !_6
Application Number 47 Trinity Ave., Rm. 303-H Date Recaived Date Complatad
DHR - 2,3,4 Atlanta, Ga. 30334 _ N FEB 2 3 1978 | MAR 1 0 1978
2 Paés-ontoContact Workmg Ttle B Telephone Number |
Faegin Parrish Unit Chief 656-4883

3. Action Requested . N T
a. £ Estabusn Retention Schedule; record will continue to accumulate.
b. {J Dispose of present accumulation; na further accumulation anticipated.
¢.. [1_Amend Apolication No. ommssmome e Check One; [ Change; O Supercede; O Void

4. Dates of Series §. Raecords Serias Title {followed by title used in office; if diffsrent) , T
Earliest Latest '
‘ See attached list.ing
1940 | to date | __

[ —

8. Division and Office Function What is the function of the Division and the Office in which this record series is created?
Division of Physical Health is responsible for the administration, direction and coordination
of the Physical Health progra'ms throughout the State. Included are: the establishment of
health standards for business, housing, field operations and hospitals; the Improvement of the
bhysical and dental health of adults and children; the diagnosis and control of diseases; the
supervision of construction and licensure of health facilities; and the daily State-wide
program of registration, statistical coding, certification and preservation of the births,
marriages, divorces and annulments of mariage, and deaths that occur each year in the State.

The Institutional Health Unit reviews and records the following data: Georgia Building Author-

ity plans and projects, detention facilities, State and county correctional institutions, _
State mental health and mental retardation facilities, State and regional youth development
centers, water lab reports on State facul.1t.1es, A-95 review for Institutions, environmental
complaints in _institutions, J:eahnalagy_and_exraluamugpe information in institutions, Jfoont!d)

7. Record Series Description This file contains the following documents (include form numbers and titles, if any):
Attach samples of the file,

]

Docurnents relating to:

included are:
ol

File is arranged: | S S L S ,
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A F T - . *

8. Monthly Reference Rate How often are records referred to which are: o

Onetosixmonthsold —__________; Seven totwelvemonthsold________ : Thirteen to twenty-four months old -
twentv-five months and older - ?

.-._

. Annual Rate of Accumulation of Records - T ' e
. Lettorsize drawers ——___; Legalsize drawers S Shelves ; Qther (specify)

AR—80-71; Wav, 78 T “1Over)



o

;i e S n—v’— ‘w—m
. - ——

S S . R . R o — e
ves | no | 10. Qle;tionnaira (Plaoe an "X" in the proper ¢ column) e e ‘.'__,_,u, . ’._;:__,,.,J

| SLE-L 25 R A R st = 2 ¥

. ls this the official copy of the series? f’
L,rmt whereigit? . _ . N e ,;:

i

b. Does the series contain confidential mformatlon raquiring secunty handhng? If yes, cite law or regulatwn

el M R

| ¢ ls this a vital record? e

d Does this series have hustorlcal or long term research value?

4. When one or two documants in the file make it necessary to keep the entira file for a long period, could these

h. Is there a duplication of this series in vour offnce or in anather offlce or agency?
M yes. where? . I

—— e |

I dacumaents be scheduled separately? . .. ___ e e e ]
......4 _f._1s the information containeq in this. MMLQHMSHEdLLEL attach cony. __ ]
weo-1 G Istheint ation contained in this series ever analyzed and/or recorded in a summarized report7
Ay Al If ves., #fac achadow . . A UV - e

;;, i. 13 this series (or a.mgwgrmnnﬂ zegularjmmofﬂmedlm_m. — .

j._Does the record series resylt in a comouter printout?. .

11. Retentlon Requirements - The following requires the senes to be kept
8. State Law — - .. .YearS. d. Audit period years.
b, Statute of limitation — L Y@ATS. e. Administrative need . years.
¢. Federal faw RN ¥ -7 1§ f. Federal retention instructions years,
Attach copy or excert of laws or regulations. Explain administrative need.
=
12. Approvad 'Disip—ositi’onflnstrucﬂons _ This agency recdr"rivr;we'na;:t_h'a;:hti{ekufn-le series be cut off at the end of each: T
o - | O Catendar Year; O Fiscal Year; O Other . .. ‘ t.hen,
O Hold in the currant files area _______month(s) _ yearls); then
O Transfer to local holding area; hold ... __year(s); then
O Transfer to State Records Center; hold ... . ____year(s); then
Q Destroy.
[ Transter to State Archives for permanent retention,
O Other {Specify)
Thess instructions apply to all prior and future accumulations of the saries.
Agen nee ee (Si gn; . -‘__y _Ea_t; 1_:_ Date

d ‘zﬂﬁé@ _|znu zé

2-14-79

~ Date

Recommeéndations in para- “" ' ) -
graph 12 are approved. State Auditor/Designee 5’ 7' 7
{if disapproved, attach letter ' ?/ .
of explanation.) Secretary a_te/Desrgnee_ _ 3 - 3 -7 7 ;;
_ Attorney General/Designee %m& _? D 74?
AR-S0-71; Rev. 76 “TReversa Siger T
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1) Institutions Blueprints and Specifica-
tions Files

Documents relating to reviewing blueprints
and specifications for institutions 'with-
in the State.

Included are "as built" specifications,
"changed" specificaticons; and other
similar and related blueprints and spec-~
ifications.

The file may be arranged alphabetically

by project name or, numerlcally by pro-
ject number.

72? R‘egew of Plans and Specifications

for Public Schools Files

Documents relating to reviewing plans
and specifications for construction of
public schools.

Included are comments on review of plans
and specifications; Institutional Sani-
tation Check Sheet describing flndlngs of
review and similar and related material.
(Files do not include actual plans or
specifications.)

Files are arranged alphabetically by
county thereunder by name of school.
\

'1r§3-. .
Jlnst_i tutional Health Project Revigw
Files

bDocuments relating to review <+ plans and
specifications of institutions constructed
within the State.

Included are narrative reviews of pre-
liminary plans, comments regarding changes
Iin plans requlred by unit; inspection re-
ports in areas of sanitation and food;

and similar related documents.

Files are arranged by county and/or al-
phabetically by institution. .

, e © 0 Bmended '84-95

Upon closure of file, place in inactive

-file;%cut—off inactive file at the end

of the fiscal year, hold 2 years; then
retire_to'state Archives.

Earliest and latest date- 1940 to date
Annual rate of accumulation- 1-2 cu. ft.
Total present accumulation- 10 cu. ft.
State Archives personnel have evaluated
file series and have requested transfer
to State Archives.

Cut-off file at the end of the fiscal
year; hold 2 years then transfer to
State Records Center; hold 13 years;
then destroy.

‘Earliest and latest date- 1950 to date

Annual rate of accumulation- 1 cu. ft.
Total present accumulation- 12 cu. ft.

Maintain documents until reviews are com-
pleted and prellmilirg plans approved,
then cut-of i fe the end of the fiscal
year;Wlace file in completed file,] hold

2 years; then transfer to State Records
Center, hold 8 years then destroy.

Earliest and latest date- 1970 to date
Annual rate of accumulation- 1 Drawer

, Total present accumulation- 5 Drawers
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and correspondence and related information in public school plan review since 1954. The
Institutional Health Unit evaluates the environmental status of certain institutions in
counties; evaluates the quality of the institutional health program in health districts;
provides technical assistance to county and district environmentalists; and maintains
technology for environmental health in institutions.
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